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THINGS TO KNOW BEFORE YOU BEGIN 

1. What are my leave options? 

a. Full time employees receive 36 hours of Personal Holiday once each calendar year.  This is 

prorated for part time employees. 

i. Any used personal holiday must be paid back if classified employment is less than 6 months. 

b. Full time employees receive 72 hours of Legal Holiday each calendar year.  This is prorated for 

part time employees. 

i. bŜǿ ¸ŜŀǊΩǎ 5ŀȅ (January 1st)*  

ii. aŀǊǘƛƴ [ǳǘƘŜǊ YƛƴƎ WǊΩǎ hōǎŜǊǾŜŘ .ƛǊǘƘŘŀȅ ό3rd Monday in January) 

iii. Memorial Day (last Monday in May) 

iv. Independence Day (July 4th)*  

v. Labor Day (first Monday in September) 

vi. Thanksgiving (4th Thursday in November) 

vii. Christmas Eve (December 24th) 

viii. Christmas Day (December 25th)*  

ix. bŜǿ ¸ŜŀǊΩǎ 9ǾŜ ό5ŜŎŜƳōŜǊ омst) 

x. *Observed the Monday following if 1/1, 7/4 or 12/25 falls on a Sunday 

c. Employees receive Vacation each calendar year based on Wisconsin Statute Chapter 230.35 

(http://docs.legis.wisconsin.gov/statutes/statutes/230/II/35).  This is prorated for part time 

employees.  It is also prorated for a mid-year hire or termination. 

i. There is a 6 month waiting period for new classified employees to use Vacation. 

d. Employees earn Sick Leave each pay period at a rate of 0.0625 per hours paid up to 5 hours per 

pay period. 

i. Sick Leave can only be used after it is earned. 

2. Know your work schedule 

a. What is your work schedule? 

¶ Your work schedule determines what days you are eligible to use absence 

¶ Your work schedule determines how much absence you can use on your eligible days 

b. Where can I find my work schedule? 

¶ You can contact your agency payroll specialist to get your work schedule 

3. Use it or lose it 

a. Legal Holiday and Personal Holiday must be used in the calendar year it is given.  Any remaining 

balance at the end of the year will be lost. 

b. Employees are allowed to carry up to 40 hours of vacation into the following calendar year.  Any 

vacation carried over must be used by June 30 of the following year.  

http://docs.legis.wisconsin.gov/statutes/statutes/230/II/35
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REVIEWING ABSENCE BALANCES 
 

Reviewing Through Timesheet 
 

From the Employee Self-Service Homepage, select the My Time Tile 

 

 
 
Select Timesheet 
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Click the Absence tab.  Balances will be displayed below. 
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Reviewing Through Absence Balances 
 

From the Employee Self-Service Homepage, select the My Time Tile 

 

 
 
Select Absence Balances to display your remaining absence balances 

 

 

 
 

 



ESS Job Aid: Absence Management   
 

6 

Revised 5-3-19 

If you click on the Forecast Balance link at the bottom of the absence balance grid, you can forecast a 

balance based on future absence entries. 

 

 
1. Enter an end date for forecasting 

2. Choose your Absence Name 

3. Click Forecast Balance 

 

Future Legal Holidays have been entered for the calendar year so future forecasting shows a Legal 

Holiday balance of 24 hours after Thanksgiving: 

 

 
 

Note:  When forecasting vacation to the future please note that the system automatically calculates lost 

vacation for any time not approved in the current pay period.  This means the forecasted balance will 

show slightly less than you expect and this is normal. 
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ENTERING AN ABSENCE 
Note:  Employees are required to obtain approval for absences through their normal agency policy 

before entering the absence into PeopleSoft 

 

Key Points: 

¶ All absences must be forecasted before they can be submitted 

¶ Any absence with a Forecast Error cannot be submitted 

¶ If your absence hours do not match your PeopleSoft work schedule, you will have to submit your 

absence using a partial day (see Entering a Partial Day Absence) 

 

Entering Through Timesheet 
Note:  Entering an absence in the future does not work through timesheet.  Skip to Entering through 

Absence Request if you need to enter a future absence. 

 

From the Employee Self-Service  Homepage, select the My Time Tile 

 

 
 
Select Timesheet 
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Click the Absence tab and select Add Absence Event.

 

 
1. Select the Start Date of the absence 

2. The End Date defaults to the start date.  If this is correct, skip to #3.  Otherwise enter the 

appropriate end date. 

3. Select the Absence Name to use for your time off 

a. You may only use an absence name once per day 

b. You may use multiple absence names each day 

4. Select the absence Reason 

a. Reason is only required when using Sick absence name but may be used any time 

b. If you want multiple reasons in one day you must choose multiple absence names per day 
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5. Use the Details link to select a partial day absence if not using a full day that matches your work 

schedule (see Entering a Partial Day Absence) 

6. Forecast your absence 

SUCCESS: 

A blue message is good!  Remember:  Saved is not Paid! 

Hit Submit to finalize the absence process and get it Approved on your timesheet. 

 
 

Ensure the Status is Approved after submitting: 
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FAIL: 

A red message is bad!  Forecast Value is Ineligible. 

There is a list of possible reasons for the fail. 

Click on the Forecast Results tab and the Forecast Details link to determine if the potential issue is #2. 

 

 

 
 

 
 

Personal Holiday balance is only 31.25.  Work Schedule is 8 hours each day and the duration is 4/15-

4/19.  4/15-4/17 are ok, using 24 hours total.  Only 7.25 hours remains for the last 2 days.  The 7.25 

hours will go on 4/18 but 0.75 will go unpaid.  And all 8 hours on 4/19 will go unpaid.  The Forecast 

Balance Details is showing 8.75 unpaid hours.  The duration will need to be changed and a different 

absence name used for the unpaid hours. 

 

Always remember to re-forecast and re-submit (with a blue message) an entry every time it is changed. 

  



ESS Job Aid: Absence Management   
 

11 

Revised 5-3-19 

Entering Through Absence Request 
Note:  Absence Request should only be used for future absence.  If you are able to enter your absence 

directly on your timesheet; that is the preferred method. 

 

From the Employee Self-Service Homepage, select the My Time Tile 

 

 
 
Select Absence Request 
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1. Enter End Date of your absence, even if it is the same as your Start Date 

2. Select the absence Reason 

a. Reason is only required when using Sick absence name but may be used any time 

b. If you want multiple reasons in one day you must choose multiple absence names per day 

3. Leave the Partial Days ŀǎ άbƻƴŜέ if using a full day that matches your work schedule (see 

Entering a Partial Day Absence) 

4. Click Calculate End Date or Duration button and the Duration Hours will automatically fill in 

5. Click Forecast Balance 
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SUCCESS: 

A blue message is good!  Remember:  Saved is not Paid! 

Hit Submit to finalize the absence process and get the Status Approved. 
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FAIL: 

A red message is bad! 

There is a list of possible reasons for the fail. 

Click on the View Forecast Details link to determine if the potential issue is #2. 

 
 

 
 

Personal Holiday balance is only 31.25.  Work Schedule is 8 hours each day and the duration is 6/17-

6/21.  6/17-6/19 are ok, using 24 hours total.  Only 7.25 hours remains for the last 2 days.  The 7.25 

hours will go on 6/20 but 0.75 will go unpaid.  And all 8 hours on 6/21 will go unpaid.  The Forecast 

Balance Details is showing 8.75 unpaid hours.  The duration will need to be changed and a different 

absence name used for the unpaid hours.  Click Return to Absence Request to fix your original entry. 

 

Always remember to re-forecast and re-submit (with a blue message) an entry every time it is changed. 
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Entering A Partial Days Absence 

 
From the Partial Days drop-down, choose the days that will have a partial day of leave applied. 

 

All Days 

This will apply the duration (number of hours) that you enter to all days from Start Date to End Date. 

 

End Day Only 

This will apply the duration (numbers of hours) that you enter to the End Date.  All other days, if 

applicable, will apply leave equivalent to your work schedule for each day. 

 

Start Day Only 

This will apply the duration (number of hours) that you enter to only the Start Date.  All other days, if 

applicable, will apply leave equivalent to your work schedule for each day. 

 

Start And End Days 

This will allow you to enter separate durations (number of hours) for the Start and End Dates.  If your 

timeframe is more than 2 days, all dates between the Start and End date will apply leave equivalent to 

your work schedule for each day.  
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ADJUSTING AN ABSENCE 
When adjusting an absence for a prior period (within the last 15-days) or for the current period, the best 

place to make this adjustment is through the timesheet. 

 

From the Employee Self-Service  Homepage, select the My Time Tile 

 

 
 
Select Timesheet 
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Click the Absence tab 

 

 
 

Click the Edit button 
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Changing The Amount Of An Existing Absence 
 

Click the Details link 

 

 
 

 
1. From the Partial Days drop down, select All Days  

2. 9ƴǘŜǊ ǘƘŜ ƴŜǿ ŀƳƻǳƴǘ ŦƻǊ ǘƘŜ ŘŀȅΩǎ ŀōǎŜƴŎŜ ōŜƘƛƴŘ All Days Hours 

3. Click Calculate End Date or Duration button.  Duration should now match the All Days Hours. 

4. Click OK 

(For more details see Entering A Partial Days Absence) 

 

Click Forecast 
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Click Submit to change the Status from Saved to Approved.  Remember:  Saved is not Paid! 
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Adding A Day To An Existing Absence 
 

Change the date to include the additional day(s) needed for your absence and click Forecast 

 

 
 

Note:  Changing a date will reset any partial days that were previously entered.  If partial days are 

required you will need to click on the Details link and reenter the partial days.  For more details see 

Entering A Partial Days Absence. 

 

Click Submit to change the Status from Saved to Approved.  Remember:  Saved is not Paid! 

 

Note:  The Duration updated after forecasting to include the extra day(s). 
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Deleting An Absence 
 

 
1. Click on Edit 

2. Check the Cancel box 

3. Click Submit 

 

Note:  5ƻ ƴƻǘ ŎŀƴŎŜƭ ŀƴ ŀōǎŜƴŎŜ ǘƘǊƻǳƎƘ ŀƴȅ ŀōǎŜƴŎŜ ǇŀƎŜ ōŜŎŀǳǎŜ ƛǘ ŘƻŜǎƴΩǘ ǊŜƳƻǾŜ ǘƘŜ ŀōǎŜƴŎŜΤ ƛǘ 

remains on record and just lists it as Cancelled.  Always follow the steps above and delete from the 

timesheet. 
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REVIEWING ABSENCE REQUEST HISTORY 
 
From the Employee Self-Service Homepage, select the My Time Tile 

 
 
Select Absence Request History 

 
 
Adjust the dates to the range you want to rview and click Refresh. 
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MANAGERS ENTERING ON BEHALF OF THEIR EMPLOYEE 
 
From the Manger Self Service Homepage, select the Team Time Tile 
 

 

 
1. ¢ƻ ǊŜǾƛŜǿΣ ŜƴǘŜǊ ƻǊ ŎƘŀƴƎŜ ȅƻǳǊ ŜƳǇƭƻȅŜŜΩǎ ŀōǎŜƴŎŜ ŦǊƻƳ ǘƘŜ ǘƛƳŜǎƘŜŜǘ ǎelect Team 

Timesheet and select your employee. 

a. ¢ƻ ǊŜǾƛŜǿ ȅƻǳǊ ŜƳǇƭƻȅŜŜΩǎ ŀōǎŜƴŎŜ ōŀƭŀƴŎŜǎ through the timesheet, see Reviewing 

Through Timesheet for futher instructions. 

b. ¢ƻ ŜƴǘŜǊ ȅƻǳǊ ŜƳǇƭƻȅŜŜΩǎ ŀōǎŜƴŎŜ ǘƘǊƻǳƎƘ ǘƘŜ ǘƛƳŜǎƘŜŜǘΣ ǎŜŜ Entering Through 

Timesheet for further instructions. 

c. ¢ƻ ŎƘŀƴƎŜ ȅƻǳǊ ŜƳǇƭƻȅŜŜΩǎ ŀōǎŜƴŎŜΣ ǎŜŜ ADJUSTING AN ABSENCE for further 

instructions. 

2. To enter a future absence for your employee, select Team Absence Request and select your 

employee.  Once your employee is selected follow instructions from Entering Through Absence 

Request. 

3. To review absence history for your employee, select Team Absence Request History and select 

your employee.  Once your employee is selected follow instructions from Reviewing Absence 

Request History. 

4. To review absence balances for your employee, select Team Absence Balances and select your 

employee.  Once your employee is selected follow instructions from Reviewing Through 

Absence Balances. 
  




